HOUSING PROGRAM COORDINATOR
320

DEPARTMENT:  Community Services/Cffice of Housing and Community Devdopment

NATURE OF WORK:

Performs fiscal management and program administration for several Federal, State, and locally funded housing
assi stanceprogramsincluding the Section 8 Housing ChoiceVoucher Program, various home ownershipassistance
programs, and theHomeless Intervention Pragram. Provideshousing counsding services and program eligibility
determinations far various home ownership assistance programs and the homd ess intervention program.

Work isperformed under themanageria direction of the Housing and Community Devel opment Administratar.
ESSENTIAL FUNCTIONS OF JOB:

Coordinates Section 8 program adminidration; develops goproved systemsfor monitoring, complex dectronic
reporting, and fiscal managament of the program

Assstsin preparing and maintaini ng program budgets to assure compliance with Federd regulations.

Act as liaison for programs with landlords, HUD officids, housing counselors, contractors, and loan officers,
attorneys and customers to assure timely payment and resolution of any problems.

Coordinatescompliancewith programregul ations by admini stering the Section 8 Management Assessment Program
(SEMAP).

Providesdirectionto Housing A ssistantsand Hous ng Specidiststo assureall programrespons bilitiesare compl eted
inatimdy and correct manner.

Reviewsappli cationsand inter views applicantsin order to obtaininformation to determinefinancing optionsfor the
applicant. Refersto appropriate housing officials and other agenciesto meet housing needs. Provides educational
sessions to applicants preparing to purchasea home.

Provides housing counsdling expertise to provide housing services to applicants applying for the Homeless
Intervention Program (HIP).

Monitars the performance of clients, landlords and contractors to assure that al actions prior to, during and after
to provision of the loan, grant, or rental assistance are undertaken in conformance with Federal, State, and local
requirements.

Monitars accounts and assures that payments to vendors are charged to the correct account and do not exceed
allocated funds.

Prepares detailed applicant/certifications in order to determine the type and amount of loan, grant, and rental
assistanceprovided to client.
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Coordinateswith other agenciesto obtaincommitment of additional resources/servicesrequired in order for clients
to qualify for appropriate housing assistance.

Performswork safely in acoordance with departmental safety prooedure and the County Safety Program. Operates
equipment safely and reportsany unsae work condition o practiceto supervisor.

JOB LOCATION AND EQUIPMENT OPERATED:

Work is performed in an office setting. Operates standard office equipment, including computer keyboard,
telephore, fax machine, copier, and calculator.

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES:

Cons derableknowledge of Federal regul ationsand proceduresrequired to effectively mangethecompex and highly
regulated Section 8 Housing Choi ce VVoucher and associated programs.

Considerable knowledge of Federd, State, and lender requirements related to home purchase financing.

Ability to establish and maintain effective working relationshipswith co-workers, clients, officials, and the genera
public.

Ability to interview people effectively.

Ability to work with confidential information.

Ability to gather facts and record and report them accurately.

Ability to expressidess clearly and concisely both oraly and in writing.

Skill in making mathematical conmputations and effectively utilizing a variety of automated data management,
reporting, and anays's programs.

MINIMUM QUALIFICATIONS:
Any combination of education and experience equivaent to a bachelor’'s degree with mgjor work in housing

counsdling, business, redl estate, or arelated field providing the knowledge, skills, and abilitiessufficient tothejob
requirements.
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| DENTIFICATION OF GENERAL APTITUDESAND
PHYSICAL REQUIREMENTS

Position Title Housing Program Coordinator Position Number 320
Department Community Devel opment Divison Community Services

TheAmericanswith DisabilitiesActrequiresthat weidentify thegenera aptitudesand physical requirementsneeded
to performthejobliged above. Individuaswho havethe position mug beabletoperformall essentia job functions
unaided ar with reasonabl e accommodation.

I. Mental Abilities. Genera learning ability. The ability to “catch on” or understand instructions and
underlying principles.

Ability to understand and follow ora ingtruction

Ability to understand and follow written instruction

Ability to guide and/or give instructions

Ability to make decisionsin accordance with established procedures and policies
Not essential to job function
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II. Verbal Abilities: Ability to understand meanings of words andidess associated with them and to use tham
effectively. To comprehend language, to understand rel ationships between words, and to
understand meanings of whole sentences and paragraphs. To present information or ideas

clearly.
1. Speaking/Talking: 2. Hearing/Ligening:
X Answeringtelephone, radio, or switchboard X For coomnunicationwith County dficids, public,
X  Communicatingwith County officials vendors, supervisors and/or aher employees
X Conmmunicatingwith generd puldic O Not essentid to job function
K Comrrunicating with vendars
X  Commuricatingwith supenvisors and/or with 3. Reading: (abilityto read and understand text)
other employees
X  Conmunicating with others HUD officids X Essential to job function
U Not essentid to job function

O Not essentid to job function
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[11. Numerical: Ability to perform arithmetic operations quickly and accurately.

X Ability to mentaly perform accurate two digit calculations
X Ability to perform accurate calculations aided
by a calculator, adding machine or measurement device

V. Spatial Abilities.  Ability to comprehend forms in space and understand relationshipsof plane and solid
objects. May be used in such tasks as blue print reading and in solving geometry
problems. Frequently described as the ability to “visualize” objects of two or three
dimensions, or to think visualy of geometric forms.

U Essentid function
X Not essentia function

V. Motor Coordination: Ability to coordinate eyes and hands or fingers rapidly and accurately in making
precise movementswith speed. Ability to makeamovement response accurately and
quickly.

1. Manual Dexterity: Ability to movethehandseasily and skillfully. Towork with the handsin placing and
turning motions.

X Usetelephone X Manipulate computer keyboard and mouse
U Use switchbeard U Use postage machine

U Useradio/console U Usehandtods

X Useacaculator O Use power tools

X Useacopy machine O Other;

® Useafax machine O Not essentid to job function

2. Finger Dexterity: Ability to move the fingers and manipulate small objectswith the fingersrapidly or
accurately. For example: electrical wiring.

U Essentid to job function
X Not essentia to job function

Explain:
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VI. Physical Demands:
1. Strength: Thequdlity, state or property of being strong. The power to withstand strain, force or stress.
Please check (¢) in appropriate boxes below.
Ability to manipulate materials and/or equipment (Ibs) Frequency of Manipulation
5- 510 | 1015 | 1525 | 25-50 | 50+ | Occasionaly | Frequently | Continuousy
Lift
Push/Pull
Hold/Carry

O waist levd 1 waist to shoulder [ above shoulder
(Check dl that apply)

Manipulation done from: U ground to waist

Not essential to job function: & Lift X Push/Pull X Hold/Carry (Check al that apply)

2. Climbing: To move up or mount by using the hands or feet.

Ladders Stairways Steps
U Step stool X 1flight a 12
U 8 to 10 step ladder O 2flights a 23
U Extensionladder O 3or moreflights X 34
O Other O Other O Other
X Not essentia to job function J Not essential to job function L Not essential to job function

3. Ability to Stand, Sit, Walk, and Run:

Please check (¢) in appropriate boxes below.

Duration (hour g/day) Occasionally | Frequently | Continuoudy
0-1 1-3 35 | 57 | 79 9+

Stand v

Sit v v

Walk v

Run
If walking or running, over what type of terrain? X flat U rough U both
Not essentid to job function: U Sand U St U Wak ® Run  (Check al that apply)
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4. Stooping, Kneeling, Crouching, and /or Crawling:

To bend forward or down from the middle of the waist or the middle of the back, to bend downwards, to lower
onesdf and/or to move fredly on hands and knees.

Daily Amounts

O 0-5x U 520x U 20-50x O 50+x
U Other X  Not essentia tojob function

5. Reaching, Handling, Fingering, and/or Feeling:

To sretch out, extend, or put forth abodily part. To touch or grasp something, by extending or stretching.
To touch, lift, hold or operate with the hands.

Daily Amounts

O 0-5x U 520x U 20-50x O 50+x
U Other X  Not essentia tojob function

6. Seeing: To perceive or camprehend by thesense of sight

Essentia to job function: These characteristics are necessary (Check dl that apply)
Periphera vision

Night vision

Focus (distinctness or clarity)

Color perception (discriminate between colors)

Depth perception (deter mine distance relationship between objects)
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VII. Driving: Theability to transfer or convey in avehicle.

Transmission Standard Automatic Multi-Gears

Car
Van
Small Truck

Medium Truck

Large Truck

Truck w/Equipment

Heavy Bus Equipment

Not essential to job function
Other (list)

oooooooo
pooooooox
oooooooo

Page6 of 6



